i}’ } APPLICATION FOR RECORDS RETENTION SCHEDULE o O T e ves AND HISTORY
L RECORDS MANAGEMENT DiVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form, Ferward signed original to ;

Department of Archives and History, Records Management Division, 330 Capito! Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address Department of Educatwn FOR RECORDS MANAGEMENT USE
Application Dete t Office of Instructional Services + | Apefication Number
Division of Special Programs =2-138
Application Number Program for Exceptional Children Dete Received Dete Completed
Mental Handicaps Unit MAY 2 8 1682 J'TUL'S 0 1982
2. Person to Contact Working Title Telephone Number
Linda Stinchcomb : Secretary/Typist Senior 656-2425
3. Action Requested
a. [} Establish Retention Schedule; record will continue to accumulate.
b. [0 Dispose of present accumulation; no further accumutation anticipated.
c. O Amend Application No. Check One: O Change; [ Supercede; O3 Void
4. Dates of Series 5. Records Series Title {followed by title used in office; if different]
Earliest  Latest ' :
| To Date Mental Handicaps Related Services Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

Mental Handicaps staff work with a number of programs which are related to program area
responsibilities. These include Arts for the Handicapped Special Olympics, Outdoor
Therapeutic Program, Adaptive Physical Education, Competency Based Education, __ 3
Related Vocational Instruct10n Cooperative Work Study Program and other programs as needed

7. Record Series Description This file contains the followmg docurnents {include form numbers and titles, if any):
T Attach samples of the file.

Documents relating to: Providing technical assistance in areas ‘vrelated to educational programs
for educable mentally retarded, trainable mentally retarded, severely mentally retarded,
specific learning disabilities, and behavior disorders.

incuded are: Ganeral information and correspondence, copies of information disseminated
upon request.

File isarranged: Chronologically by above areas.

8. Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold ________; Seven to twelve monthsold Thirteen to twenty-four months old

“twenty-five months and older _?
9, Annua'l Rate of Accumulation of Reeordl

Letter-size drawers __.__L Legal-sizedrawers __ ___ :Shelves __________; Other {specify)
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NS | 10. Questionnaire -(Pbce an X' in the proper column)

YES
#. Is this the official copy of the series?
X If not, where is it?
X b. Does the series contain confidential information requiring security handling? y.és. cite law or regulation.
X ¢. Is this 8 vital record?
X d. Does this series have historica! or long term research value?
N/A . When one or two documents in the file make it nccessary to keep the entire file for a long period, coutd these
mgnts be scheduted separatety?
Xl | _*!LMMI_Q_MIM_MM_E&'EM? If yes. attach oDy,
9.5 the information contained in this series ever analyzed and/or recorded in @ summarized report?
I yes, sttach copy,
X h. Is there a duplication of this series in your office, or in another office or agency?
I yes, where?
X f i lsthis us!ommm&ﬂ:&mu!aﬂim:mmmm?
X 1_j. Does the record series result in & computer printout?
11. Retention Reqguirements The following requires the series to be kept:
a. State Law years. d. Audit period years.
b. Statute of limitation years. e. Administrative need —_— . Years,
c. Federal law years, f. Federal retention instructions ~ years.

c - e

Attach copy or excert of laws or regulations. Explain administrative need.

- -~

n -

12,

Apprbvted Disposition Instructions This agency recommends that the file series be cut off at the end of each: .
: O Catendar Year; KX Fiscal Year; 0 Other then,

) Holdinthecurrentfilesarea . month(s) 1 year{s): then
O Transfer to local holdingarea; hold ______ year(s); then

&) Transfer to State Records Center;hold ___ 3 __ year{s); then

Kl Destroy.

O Transfer to State Archives for permanent retention.
D Other {Specify)

1

These instructions apply to al! pnor and future accumulatigns of the series.

mm[’

Agency Head/Designee (Signature) Lf“'- {/ Date L Records Management Officer  (Signature)

Recommendations in para- )
graph 12 are approved, State Avditor/Designee

(! disapproved, attach letter .
of explanation.) Secre te/Designee
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St:te Records Committee {SikF ture} Date

/ [
Attorrey Generat/Designee




